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Online Application Guide 

How to Apply for a State of Mississippi Job 

        Instructions for the First-Time User 

1. Go to www.mspb.ms.gov 
2. Click on Job Seekers 
3. Under MSPB Career Center, Click on Job Openings 

*Important Notes for Applicants: 

 When applying online, each applicant must have their own, unique email account. 
Many Web sites such as, mail.yahoo.com, mail.AOL.com, and mail.google.com, allow 
you to establish free mail accounts. 
 

 If you forget your username or password, an email will be sent to the email address 

listed in your profile allowing you to retrieve your username or reset your password. 

 

 If you acquire a different email address, make sure you change it in your profile or you 

will not be able to receive your forgot username/password emails. 

 

 

Instructions for Applying with Paper Application 

Applicants are encourage to apply online to make it easier to apply for multiple 

positions. However, an electronic version of the paper application is available in PDF 

format for applicants to print and mail to MSPB or the appropriate agency.   "Click 

Here" to download. Applications will be considered incomplete if the supplemental 

questions included with the job posting are not completed and attached.   

 

Please Note: You must follow the instructions on each job posting as to where 

to submit a paper application.  A separate application must be completed for each 

position. Applications must be received before the closing date to be considered. 

Any applications received after the closing date will be returned and not processed.   

 

 

If you are unable to view either PDF, go to www.adobe.com to download the latest version of Adobe 

Acrobat Reader. 

 

 

http://www.mspb.ms.gov/
file:///C:/Documents%20and%20Settings/ryan/Local%20Settings/Temporary%20Internet%20Files/Content.Outlook/Q35B59G4/APPLICATION%20WORD%20TEMPLATE.doc
file:///C:/Documents%20and%20Settings/ryan/Local%20Settings/Temporary%20Internet%20Files/Content.Outlook/Q35B59G4/APPLICATION%20WORD%20TEMPLATE.doc
http://www.adobe.com/products/acrobat/readstep2.html
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 Applicant Information 

 

 Applicants may apply for positions that have been posted. Once the posting period ends, the job 

posting will no longer appear on MSPB’s website. From MSPB’s home page in the box labeled 

“MSPB Career Center,” the applicant will see the following links:  How to Apply, Applicant Login, 

Job Openings, Agency Only Opportunities, State Employee Opportunities, Job Descriptions, and 

Job Interest Cards. 
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 How to Apply 

  To apply for a position with the State of Mississippi, choose one or more categories  from the 

search criteria below that best suits your interest. You may choose “Select All Categories” in order  

to view all jobs avaliable or “Clear All Categories”  and select the categories in which you are 

interested.  From this page you may also select the counties where you desire employment.  After 

your selection are made, press GO at the bottom of the page and all jobs found, based on the 

search criteria selected, will be displayed. 
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  From the list displayed, click on the title of the position you wish to apply for (example: 

Accountant/Auditor II, Professional). 

 

 

 Clicking on the link will bring up the job description page from which job information may be printed 

and an application for the position can be completed. To apply for the position, click on Apply. 

 

 

 

 

 

 



Online Application Guide 
 

5/27/2011 Page 5 
 

 After clicking Apply, the Login screen will appear.  

 

 

 

 

 If you have not created an account, click on the “Create Your Account Here!” link and complete the 

information on the “Request New Job Seeker Account Page.”  
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 When you have completed the required fields, click “Save.” You have now created your account. 
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 After you have created your account the “Build New Application” screen will display. An “Application 

Name” will be required. Consider using your first and last name or a name that you can readily 

identify.  From this screen you will be able to complete an application by clicking on the “Create 

Application” link. You will also be able to view any previous applications submitted. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Online Application Guide 
 

5/27/2011 Page 8 
 

 

                

               
 

 Complete the Personal Profile Information and then click Save & View Application. 
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 Complete at least one record in the Education History and Work Experience sections (click Save at 

the bottom of each section). 
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Online Application Guide 
 

5/27/2011 Page 11 
 

 Complete the section entitled “Agency-wide Questions.” 

 

 

 
* Required 

Personal Profile Agency-Wide Questions Job-Specific Questions  Attachments  

 

1.  Are you currently employed with the 
State of Mississippi?   

Yes 

 
No 

 

2.  If you are currently employed with the 

State of MS, indicate the state agency. 

(If you indicated you are not employed 

with the State of MS, select "N/A")  

= select =
 

3.  If you are currently employed with the 

State of MS, indicate your current Job 

Title. (If you indicated you are not 

employed with the State of MS, provide 

the response "N/A")  

 

* 4.  Have you been separated within the last 

12 months from the State of MS due to a 
Reduction in Force (RIF)?  

 
Yes 

 
No 

 

* 5.  If you have been previously part of a 

RIF, indicate which agency. (If you 

previously indicated "No" due to a RIF 
separation, select "N/A".)  

= select =
 

* 6.  If you have been part of a RIF, indicate 

your previous job title. (If you previously 

indicated "No" due to a RIF separation, 

select "N/A")  

 

* 7.  If you have been part of a RIF, indicate 

the date of your RIF separation. (If you 

previously indicated "No" due to a RIF 

separation, select "N/A")  

 

* 8.  Are you a veteran of the Armed Forces? 

(If you indicated "YES", you must attach 

a copy of your DD214 or other proof of 

services.)  

 
Yes 

 
No 

 

* 9.  If you are a veteran, were you declared 
disabled?   

Yes 

 
No 

 

https://secure.neogov.com/employers/app_tracking/appentry.cfm?JobID=328210&ProfileID=18418905&MPID=8682834&ResumeID=20817606&EditFlag=0
https://secure.neogov.com/employers/app_tracking/appentryjobsupp.cfm?ID=328210&ResumeChosenID=10978602&UserID=9435915&MPID=8682834&ResumeID=20817606&EditFlag=0&ProfileID=18418905
https://secure.neogov.com/employers/app_tracking/appentryattach.cfm?ID=328210&ResumeChosenID=10978602&UserID=9435915&MPID=8682834&ResumeID=20817606&EditFlag=0&ProfileID=18418905
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* 10.  Are you an adult male born on or after 

January 1st 1960 and are registered for 

Selective Service between the ages of 18 
and 25?  

 
Yes 

 
No 

 

11.  Indicate your Race (For Federal record 

keeping purposes only; response not 

required)  

 
American Indian 

 
White 

 
Hispanic 

 
Black 

 
Asian 

 
Other 

 

12.  Indicate your Gender (For Federal record 

keeping purposes only; response not 
required)  

 
Male 

 
Female 

 

13.  Please select your age group. (For 

Federal record keeping purposes only; 
response not required)  

 
Under 18 

 
18-25 

 
26-39 

 
40-54 

 
55-69 

 
70+ 

 

 

 

 

 

 After completing the “Agency-wide Questions” section, click Save & Proceed and complete the 

Supplemental Questions section.  
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 After completing the “Supplemental Questions” section, click Save & Proceed. 
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 The  “Confirm Application” screen will appear  and display your completed application.  You must 

verify the information entered is correct and then click on the  “Confirm Application” button. 

 

 

 

 

 

 When you have certified the information on your application is correct and have clicked on the 

“Confirm Application” button, a “Certify & Submit” will appear. Clicking on the “Accept” button will 

submit your application. Clicking on the “Decline” will end the process and your application will not 

be submitted.  
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 State employees may apply for open positions within the agency where they are employed by 

clicking on the “Agency Only Opportunities” link.   

 

 

 

 

 Any internal promotional opportunities will be listed below the above statement. 

 Once you select the job for which you wish to apply, you will proceed with applying following the 

same instructions used for applying for a regular job opening (see Login Instructions – Confirming 

Your Application). 
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 State employees may apply for a position open at any agency by clicking on the “State Employees 

Opportunities” link. 

 

 

 

 

 Any promotional opportunities will be listed below the above statement. 

 Once you select the job for which you wish to apply, you will proceed with applying following the 

same instructions used for applying for a regular job opening (see Login Instructions – Confirming 

Your Application). 
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 Job descriptions for all state positions can be viewed by clicking on the “Job Descriptions” link. 

Note: These are only job descriptions and are NOT on recruitment. 
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 By clicking on the “Job Interest Card” link, applicants can choose each area in which they are 

interested in receiving an email notification of when a position is on recruitment for 12 months. 
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Application Status: 

Applicants are allowed to track the status of each of their applications. 
 

 Viewing Status as an Applicant: 

1. Go to www.mspb.ms.gov 
2. Click on Job Seekers; then Applicant Login 

3. Login into your profile using the user id and password you previously set-up. 
4. Click on ‘Application Status’ in the menu bar 

 
 

 
 

5. View applications that have been submitted. 
6. In addition to viewing and printing applications previously submitted, you can view your status 

in the hiring process. 
 

 
 

 
 

 

 

 

 

 

http://www.mspb.ms.gov/
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